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alifornia Energy Commission

CLASSIFICATION: OFFICE TECHNICIAN (T)
TENURE: Permanent
TIME BASE: Full-time

SALARY: $2.686 - $3,264
(Salary will be adjusted accordingly to comply with furlough program)

LOCATION: Office of Governmental Affairs
FINAL FILING DATE: FEBRUARY 4, 2010
DUTIES/RESPONSIBILITIES:

Under the general direction of the Director of the Office of Governmental Affairs, the Office
Technician provides secretarial support for the Office of Governmental Affairs’ staff.
Responsibilities include performing the most difficult secretarial duties for the Office.

The incumbent, in the performance of his/her work, will demonstrate a high degree of
independence and initiative performing administrative, as well as secretarial functions. The
functions, requiring a detailed knowledge of the activities of the Office of Governmental
Affairs are:

Review and determine dispersal of incoming communication, including telephone
calls, faxes, correspondence. Receive and screen visitors. Deal effectively and
tactfully on the telephone as well as with visitors representing a variety of interests.
Respond appropriately to general questions related to functions of the office and
refer to appropriate staff when technical information is requested.

e Operate the Office’s bill tracking system. Maintain both paper and electronic bill files,
and route legislative analyses and analysis requests to Commission staff, Resources
Agency, and the Governor’s Office. Maintain an extensive database related to bills
being tracked.

e Schedule meetings, coordinate the Assistant Director’s schedule, and maintain the
Assistant Director’s calendar.

e Perform administrative functions such as maintain confidential and administrative
information files, time-keeping records, and supplies, manage contracts, make travel
arrangements, prepare travel expense claims, and prepare correspondence.

e Disburse legislative information such as priority bill status and upcoming legislative
hearings. Keep the Office staff informed of changes in the status of legislation as
well as upcoming hearings. Compile and format information from the automated bill
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tracking system and data from the Office staff in a weekly report. Provide the weekly
report to the Legislative Office of the Resources Agency for compilation into reports
to the Governor’s Office.

Track projects to assure deadlines are met. Track correspondence, legislative
reports, and requests for staff analyses of issues and legislation. Review outgoing
correspondence for format, grammar, spelling, and consistency with administrative
policy. (E)

Maintain and update the division's partition of the CEC Intranet. Act as lead for
projects assigned to Student Assistant. (E)

DESIRABLE EXPERIENCE/QUALIFICATIONS: The successful applicant should have:

Excellent attendance, punctuality, dependability and telephone etiquette.
Ability to follow verbal and/or written instructions.

Accurate typing and proofreading skills.

Ability to work independently and under pressure effectively.

Good organization skills.

Proficiency on a person computer and familiarity with Microsoft Word, Excel, PowerPoint,
and Access.

WHO MAY APPLY: All interested eligible persons are encouraged to apply. Applicants must have
either transfer, list, reinstatement, or SROA/Surplus eligibility. Please indicate your eligibility for this
classification on the state application form, STD. 678.

INTERESTED APPLICANTS SHOULD SUBMIT A COMPLETED STANDARD STATE
APPLICATION (FORM STD. 678) TO:

Susan Glick RPA#160-293 California Relay (Telephone) Service
; ; icai for the Deaf or Hearing-Impaired
Ca“forr."a Energy Commission From hTDD Phones: 1-800-735-2929
1516 Ninth Street, MS 39 From Voice Phones: 1-800-735-2922

Sacramento, CA 95814
916-654-4996





